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DEPARTI'ffiNT  OF  AGRICULTURE  INCENTIVE  AWARDS  PLAN 


SECTION  1 - GENERAL 

1.  PURPOSE . The  USDA  Incentive  Awards  Plan  is  to  give  effect  to  Title  III  of 

Public  Law  763^  83d  Congress,  approved  September  1,  referred  to  as  the  Govern- 

ment Employees’  Incentive  Awards  Act  and  to  the  pertinent  regulations  and  instruc- 
tions issued  by  the  Civil  Service  Commission.  The  plan  provides  Departmental  in- 
structions and  regulations  to  implement  the  Act  and  the  Commission’s  regulations, 
and  therefore  that  material  is  not  included  except  as  necessary  to  clarify  the  De- 
partment's regulations. 

2.  POLICY,  a.  Integration  with  Supervision  and  Management.  Incentive  awards 
shall  be  used  as  an  integral  part  of  supervision  and  management  throughout  the  De- 
partment by  the  recognition  of  employees  who  by  their  suggestions,  inventions,  sup- 
erior accomplisliments  or  other  personal  efforts  contribute  to  the  efficiency,  econo- 
my or  other  improvement  of  Department  operations,  or  who  perform  special  acts  or 
services  in  the  public  interest  in  connection  mth  or  related  to  their  official  em- 
ployment. 

b.  Type  of  Award.  It  shall  be  the  Department’s  policy  to  recognize  contributions 
of  the  suggestion  or  single  idea  type  and  sustained  work  performance  type  by  the 
granting  of  cash  awards.  Creative  efforts,  important  contributions  to  science,  re- 
search, management  or  operations,  to  the  public  or  in  the  public  interest  should  be 
recognized  by  honor  awards, 

3.  DELEGATION  OF  AUTHORITY.  This  plan  delegates  certain  authorities  and  responsi- 
bilities to  Agency  Heads  and  to  the  Director  of  Personnel.  These  authorities  and 
responsibilities  may  be  redelegated  by  the  Agency  Heads  and  th6  Director  of  Person- 
nel to  individuals  or  committees. 


ii.  DIRECTOR  OF  PERSONAL.  The  Director  of  Personnel  shall  give  over-all  policj 
guidance  to  the  incentive  awards  program,  will  stimulate  wide  employee  participation* 
and  will  be  responsible  for  the  granting  of  all  awards  as  herein  stated. 

^AD3  OF  DEPARTMENT  AGENCIES.  Agency  Heads  shall  make  or  recommend  all  incen- 
tive awards.  VJhile  it  is  the  Department ‘s  policy  to  delegate  as  much  authority  as 
is  practical  and  possible  to  Agency  Heads,  legal  requirements  make  it  impossible  to 
delegate  to  the  same  extent  for  all  awards.  Specific  agency  authorities  are  set 
forth  under  the  discussion  of  the  awards, 

6,  METHODS  OF  DISCOVERY.  Agencies  shall  develop  suitable  methods  within  their 
jurisdictional  areas  for  discovering  all  instances  of  outstanding  service.  These 
methods  shall  include  the  systematic  review  of  activities  the  major  purpose  of  which 
is  to  identify  units,  supervisors,  and  employees  outstanding  in  efficiencyo  Re™ 
views  should  be  coordinated  with  agency's  management  program,  personnel  utilization 
surveys,  and  other  programs  that  may  result  in  the  discovery  of  instances  of  out- 
standing perfomance, 

Tp  PUBLICITY,  In  order  for  the  awards  program  to  operate  successfully  and  possess 
substantial  incentive  value,  it  must  be  made  known  to  employees  generally.  In  parH- 
cular,  supervisors  should  be  well  informed  of  the  plan  and  of  the  established 
standards,  so  that  they  will  be  alert  to  report  instances  of  outstanding  service. 
Awards  will  be  reported  in  Department  publications  and  otherwise.  In  addition, 
agencies  that  have  suitable  periodical  publications  should  run  articles  announcing 
such,  awards  and  describing  the  idea,  mjethod,  or  device,  the  special  service,  or  the 
outstanding  performance  that  merited  the  award. 
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d.o  ADDITIONAL  RECOGNITIOM.^'^-'" Agency  Heads,  shall  provide  ^that  recognition  given  under 
the  Incentive  Awards  Act  be  considered  in  qualifying:  apd  selecting  employees  for  pro- 
motion, Supervisors  shall  be  recognized  when  there  is  evidence  that  they  have  done 
an  outstanding  job  in  motivating  the  interest  and  participation  of  their  employees 
in  the  Incentive  Awards  Program^ 

9»  DOCUMENTATION  OF  AWARDS > Each  award -shall  fully  docuraent  the  action  or  accom- 
plishment for  which  the  avrard  is  made.  When  the  award  proposal  is  based  on  savings 
or  estimated  savings , the  Agency  Head  shall: 

a.  Indicate  the  method  used  in  determining  the  savings, 

b.  Account  for  the  savings  as  either: 

(1)  Appropriation  savings j 

(2)  Increased  output  at  the  same  costj  or 

(3)  Application  of  resources  saved  to  some  other  necessary  activity. 
The  Agency  Head  shall  maintain  records  of  each  award  granted,  including  the  basis 
for  determination  of  the  type  and  amount  of  award,  for  inspection  by  the  Department, 

10,  PROMPT  PROCESSING  OF  EMPLOYEE  CONTRIBUTIONS.  In  order  to  encoiirage  maximum 
employee  participation  in  the  incentive  awards  program  and  to  obtain  all  possible 
benefits  to  the  Department  and  to  Ihe  Federal  Government,  the  Director  of  Personnel 
and  the 'Agency  Heads  shall  provide  for  the  prompt  processing  of  all  employee  contri- 


butions 


11.  DISSEMIMA.TIOM  OF  IMFORMATION.  In  order  that  employee  contributions  may  be  coyi- 
siaered  for  the  widest  possible  applicability  and  use.  Agency  Heads  will  review 
all  approved  suggestions  to  determine  those  which  might  be  used  throughout  the  De- 
partment or  tliroughout  the  Federal  Service,  and  not  less  than  once  every  three 
months  x>rill  submit  to  the  Director  of  Personnel  brief  summaries  of  adopted  contri- 
butions which  in  their  opinion  have  application  in  other  Departments  or  agencies. 

The  Director  of  Personnel  will  provide  for  the  documentation  and  further  dissemina- 
tion of  this  information.  The  summaries  shall  include  the  name  of  tlie  individual 
to  be  contacted  by  interested  agencies  or  departments  for  detailed  information  con- 
cerning the  adopted  idea.  In  those  cases  where  employee  contributions  are  appli- 
cable in  other  than  the  employing  agency,  the  presentation  will  be  made  by  the 
Director  of  Personnel.  IJhen  such  contributions  may  have  application  in  other  de- 
partments they  will  be  forwarded  to  the  Civil  Service  Commission  by  the  Director  of 
Personnel  for  appropriate  referral.  Specific  information  as  to  the  activities  in 
other  departments  where  it  is  believed  the  employee  contribution  can  be  used  shall 
accompany  the  incentive  award  file. 

12 0 ADDITIONAL  AGENCY  PROGRAMS.  The  Department's  Incentive  Awards  program  is  in» 
tended  to  recognize  all  types  of  employee  contributions.  Consequently,  no  provision 
is  made  for  the  recognition  of  certain  types  of  groups  of  employees,  (inventors, 
scientists,  employees  engaged  in  research,  administrative  employees,  etc,).  It  is 
recognized  that  additional  incentive  awards  programs  at  the  agency  level  may  be  de- 
sirable in  certain  instances  (safety  competitive  programs  X'jithin  an  agency).  Pro- 
grams of  this  nature  may  be  developed.  However,  plans  for  the  operation  of  this 
type  of  program  shall  be  submitted  to  the  Director  of  Personnel  for  prior  approval. 
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13.  CONTRIBUnONS  ORIGINATING  IN  OTHER  DEPARBffiNTS . I'Jhen  the  Director  of 
Personnel  receives  from  the  Civil  Service  Commission  contributions  originating 
in  other  departments  for  review  for  possible  application  in  this  department, 
appropriate  Agency  Heads  will  be  consulted  as  to  applicability  within  the 
agency.  l;1Ihen  a determination  is  reached,  the  Director  of  Personnel  will  make 
the  necessary  reports  to  the  Commission. 

SECTION  2 - CASH  AWARDS 

14.  DETERMINING  AMOUNT  OF  AWARD,  a.  Tangible  Benefits.  The  amount  of  the 
award  generally  will  be  determined  in  accordance  with  the  Award  Scale  Table 
for  Tangible  Savings  in  Chapter  1-4  of  the  Federal  Personnel  Manual.  If, 
for  special  reasons,  the  Agency  Head  believes  that  a different  amount  is 
justified,  the  case  should  be  referred  to  the  Director  of  Personnel,  with 
complete  justification. 

b.  Intangible  Benefits.  A cash  award  may  be  made  for  an  adopted  contri- 
bution which  does  not  lend  itself  to  appraisal  on  the  basis  of  monetary 
savings  or  results  in  combined  monetary  savings  and  intangible  benefits. 
Consideration  should  be  given  to  such  factors  as  extent  and  scope  of 
application,  significance  of  the  contribution,  and  importance  of  the 
program  affected.  General  criteria  for  such  a contribution  would  be  that 
it  resulted  in: 

(1)  Increased  efficiency, 

(2)  Conservation  of  Property, 

(3)  Improved  working  conditions, 

(4)  Better  service,  or 

(5)  Other  types  of  improvement. 

Cash  awards  for  sustained  above  average  work  performance  that  merits 
recognition  will  be  limited  to  $300, 
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15.  AGENCY  HEADS.  Agency  Heads  are  authorized  to  approve  and  grant  cash 
awards  in  amounts  up  to  and  including  ^p300.  Plans  for  the  redelegation  of 
this  authority  to  field  establishments  must  have  prior  approval  of  the 
Director  of  Personnel. 

16.  DIRECTOR  OF  PERSONNEL.  The  Director  of  Personnel  is  authorized  to 
approve  and  grant  cash  awards  in  amounts  of  over  $300  but  not  more  than 
$5,000.  Recommendations  for  cash  awards  for  over  $5,000  must  be  submitted  to 
the  Director  of  Personnel  for  prior  approval  of  the  Civil  Service  Commission, 
The  Director  of  Personnel  shall  submit  approved  cash  award  cases  of  $5,000 

or  over  to  the  Secretary  for  nomination  for  Presidential  awards.  The 
Director  of  Personnel  will  consider  and  approve  or  disapprove  cases  sub- 
mitted by  Agency  Heads  recommending  a cash  award  in  a different  amount  than 
that  contained  in  the  Commission's  Award  Scale  Table.  If  such  a case  is 
approved,  it  shall  be  fully  documented, 

17.  REVIEW  FOR  POSSIBLE  HONORARY  RECOGNITION,  Agency  Heads  shall  review  all 
cash  award  cases  for  possible  honorary  recognition.  However,  recognition  in 
the  form  of  a cash  award  must  in  all  cases  be  made  prior  to  honorary 
recognition,  as  an  achievement  recognized  by  the  Secretary  as  warranting  a 
Superior  or  Distinguished  Award  may  not  later  be  used  as  a basis  for  a cash 
award, 

SECTION  3 - HONORARY  AWARDS 

18.  TYPES  OF  HONOR  AITARDS.  Three  types  of  honor  awards  will  be  bestowed, 
a.  Distinguished  Service  Award.  Employees  whose  achievements  qualify  for 
the  Distinguished  Service  Award  (individual  citation)  v;ill  be  presented  with 
a gold  medal,  a certificate,  and  a gold  lapel  emblem.  The  Distinguished 
Service  Award  (unit  citation)  vd.ll  consist  of  a gold  medal  and  a plaque 
identifying  the  unit  and  briefly  describing  the  achievement. 
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b.  Superior  Service  Award.  Employees  whose  achievements  qualify or  the 
Superior  Service  Award  (individual  citation)  mil  be  presented  with  a silver 
medal,  a certificate^  and  a silver  lapel  emblem*  The  Superior  Service  -Award 
(unit  citation)  will  consist  of  a silver  medal  and  a plaque  identifying  the 

i ' • '.i 

( ^ 

unit  and  briefly  describing  the  achievement, 

Co  Length-of-Service  Ax^ard,  Te:i  or  more  years  pf  service  with  the  Department 
is  deemed  to  be  meritorious  service  worthy  of  recognition  by  award  of  an  ap- 
propriate length-of-service  emblem.  The  Length  -of-Service  Award  will  consist 
of  a miniature  shield  and  a certificate.  The  emblem  will  have  an  enamel  panel 
of  green  for  10  years  of  service,  white  for  20,  red  for  30,  blue  for  Uo,  and 
gold  for  50o 

19c  ELIGIBILITY  STAMDARDS.  a.  General  Qualifications.  Any  person  shall  be  eli- 
gible for  an  award  for  services  rendered  while  employed  by  the  Department,  An 
"employee"  is  defined  as  a person  holding  an  official  appointment  from  the  Depart- 
ment of  Agriculture.  Participants  in  a service  for  which  a Distinguished  or  Su- 
perior Service  Award  is  made  that  are  not  employees  of  the  Department  will  not  be 
eligible  for  any  award,  but  their  contribution  will  be  appropriately  cited  at  the 
ceremony  of  presentation  to  the  associated  employee,  employees,  or  unit  with  which 
they  cooperated, 

D,  Eligibility  Standards  for  the  Distinguished  Service  Ax'Tard.  Any  employee  will 
be  eligible  for  consideration  for  the  Distinguished  Service  Award  whose  achievement 
constitutes  a notably  outstanding  contribution  to  agriculture  and  to  t he  public 
service.  It  is  not  possible  to  foresee  all  types  of  outstanding  accomplishment 
through  X'jhich  an  individual  may  distinguish  himself  in  th^  various  fields  served 


by  the  Department  of  Agriculture,  but  the  follox'd.ng  illustrative  examples  will 
serve  as  a general  guides 

(1)  Outstanding  service  to  agric\ilture  and  rural  lifej 

(2)  Major  contribution  to  science j 

(3)  Outstanding  skill  in  public  administrationj 

(U)  Distinguished  authorship j 

(5)  Notably  creative  service j 

(6)  Heroic  actionc 

liiTo  or  more  employees  may  each  receive  ax^rards  for  a distinguished  achievement  in 
which  they  share.  The  Distinguished  Service  Award  (unit  citation)  vjill  be  presented 
when  a team,  project  group,  or  organization  unit  accomplishes  a distinguished  a-^^ 
chievement  and  it  is  not  feasible  to  individually  identify  the  participants  or  their 
respective  contributions.  Achievements  considered  but  passed  over  by  the  Board  of 
Distinguished  Service  Awards  will  be  considered  for  the  Superior  Service  Award, 
c.  Eligibility  Standards  for  the ‘Superior  Service  Award,  Any  employee  will  be  eli- 
gible for  consideration  for  the  Superior  Service  Award  as  a result  of  service  of 
unusual  value  beyond  that  ordinarily  required.  The  Superior  Service  Award  v;ill  be 
presented  for  meritorious  performance,  such  as  illustrated  belows 

(1)  Meritorious  service  to  agriculture  and  rural  lifej 

(2)  Valuable  contribution  to  science | 

(3)  Effective  public. 'administration; 

(h)  Meritorious  authorship; 

(^)  Unusual  courage  or  competence  in  an  emergency; 

(6)  Meritorious  service  of  a creative  natiare; 

(7)  Meritorious  execution  of  duties,  establishing  an  exemplary  record; 

(8)  Initiation  of  a suggestion  that  has  resulted  in  import-ant  savings  in  money, 

time,  materials,  personnel,  or  equipment; 
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(9)  Initiative  in  devising  work  methods  that  result  in  important  savings  in 

money,  time,  materials,  personnel,  or  equipment^  . • 

(10)  Acliievemcnt  in  improving  the  morale  of  employees  with  consequent  improve- 
ment in  work  performanceo ' -• 

Ttto  or  more  employees  may  each  receive  auavds  for  a meritorious . achievement  in  which 
they  share,  A Superior  Service  Award  (unit  citation)  will  be  presented  when  a team, 
project  group,  or  organization  unit  accomplishes  a meritorious  achievement  and  it  is 
not  feasible  to  individually  identify  the  participants  or  their  respective  contribu- 
tions. Employees  retiring  from  the  service  mil  not  be  awarded  Superior  Service 
kwavds  on  the  basis  of  long  service.  Determination  of  the  eligibility  of  such  em-» 
ployees  for  awards  should  be  made  at  the  time  when  performance  justifies  that  action 
and  ordinarily  should  not  be  postponed  until  retirement, 
d.  Eligibility  Standards  for  the  Length-of-Service  Award. 

(1)  General.  Each  employee  who  has  completed  10  years  of  service  or  more  in 
the  Department  may  be  recognized  by  a Length-of -Service  Award  after  completion 
of  his  tenth  year  and  at  10-year  intervals  thereafter.  Service  vjill  be  com- 
puted  pn  a net  basis.  Rolls  of  persons  employed  on  a full-time  basis  will  be 
prepared  from, existing  service  records.  A person  employed  on  an  intermittent 
basis  for  a net  total  of  10  or  more  years  may  apply  for  a Length-of -Service 
Award| -however,  he  shall  in  each  case  submit  a statement  of  his  service  with 
the  Department.  Service  in  an  agency  prior  to  its  incorporation. in  the  Depart- 
ment will  be  considered  eligible  service.  Time  on  military  furlough  from  an 
agency  of  the,  .Department  will  be  considered  as  service  with  the  Department, 

(2)  Employees  who  leave  the  Department  in  the  futui^e.-  iJhen  an  employee  who 
has  more  than  10  years  of  service  in  the  Department  leaves  under  honorable  con- 
ditions, he  should  be  given  a Length-of -Service  certificate  showing  the  exact 
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nxjinber  of  years  he  has  served.  The  use  of  this  type  of  certificate^  as  a gen- 
eral practice,  is  optional  mth  the  head  of  the  agency,  but  it  -will  be  issued 
in  all  cases  where  a request  for  such  certificate  is  raade  by  the  employee. 

(3)  Employees  who  have  already  left  the  Department.  Employees  who  served  10  or 
more  years  in  the  Department  and  who  have  left  imder  honorable  conditions  shall, 
upon  their  request,  be  given  a I,ength=”Of-Service  certificate  shovjing  the  exact 
number  of  years  they  have  served  in  the  Department  and  the  appropriate  Length- 
of-Service  pin. 

20b  award  boards 0 ao  Board  of  Distinguished  Service  Awards.  A Board  of  Disting- 
uished Service  Awards  is  appointed  annually  by  the  Secretary.  It  consists  of  three 
distinguished  private  citizens  and  three  employees  of  the  Department  of  Agriculture b 
Of  the  latter  group,  one  is  the  Director  of  Personnel,  Ti^ho  servoe  as  Recorder.  The 
Board  recommends  to  the  Secretary  those  persons  and  units  that  should  receive  Dis- 
tinguished Service  Awards, 

b.  Board  of  Superior  Service  Awards.  A Board  of  Superior  Service  Awards  is  appoint- 
ed annually  by  the  Secretary.  It  consists  of  seven  employees  of  the  Department  of 
Agriculture.  One  is  the  Director  of  Personnel,  who  serves  as  Recorder.  The  Board 
recommends  to  the  Secretary  those  persons  and  units  that  should  receive  Superior 
Service  Awards, 

c,  Length-of-Service  Determination.  The  Director  of  Personnel  detemnines  the  eligi- 
bility of  persons  recommended  for  Length-of-Seivice  Awards, 

21,  NOMINATIONS  FOR  AWARD.  a»  General . The  agency  efficiency  awards  committee 
will  make  recomraendations  for  awards  to  the  agency  head.  The  agency  head  will 
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submit  to  the  Director  of  Personnel  on  February  15  of  each  year^  and  at  such  other 
*tiraes  as  the  Secretary  may  designate recomraendatlons  for- awards  t o"  his  employees c 
Nominations  for  Length"Of-Se]rvlce  Awards  mil  be  submitted  on 'or  before  April  lo 
Any  employee  may  recommend  nomination  of  an  employee  to  the  agency  head® 
b.  Distinguished  Service  and  Superior  Sermce  Nominations » In  the  majority  of  in- 
stances the  Board  will  have  no  personal  knowledge  of  the  individual  recoramendeds  and 
while  the  information  submitted  need  not  be  lengthy  or  drawn  out,  it  should  be  com- 
plete and  factual.  Nominations  failing  to  receive  favorable  consideration  for  one 
year’s  awards,  may  be  resubmittedc 

(1)  Form  of  recommendations.  Nominations  shall  be  submitted  in  an  original 
and  seven  c opies « They  should  be  dittoed  or  miflleographed.  The  following  in- 
formation should  be  furnished  in  the  order  shown® 

(a)  Nomination  for (Distinguished  or  Superior)  Awardj 

(b)  Name  of  agency j 

(c)  Nominee's  name  (as  it  is  intended  to  appear  on  award  certificate)! 

(d)  Grade,  designation,  and  salaiyi 

(e)  Official  headquarters j 

(f)  Suggested  citation  (limited  to  approximately  30  words)! 

(g)  Detailed  description  of  achievement®  (Attach  to  recommendation  a 

copy  of  nominee’s  position  description.) 

(2)  Exhibit  material.  Reference  to  published  or  other  material  compiled  by 
the  nominee  need  not  be  supported  by  the  submission  of  the  material  itself. 
However,  agencies  should  be  in  a position  to  furnish  such  exhibit  material  upon 
request  by  the  Board. 

Co  Length-of-Service  Awards  c 

(1)  For  [|.Q  ~ and  50-year  ax^rards.  A list  by  categories  of  the  names  of  persons 
who  have  served  a total  of  i|0  or  $0  years  in  the  Department  should  be  submitted 
to  the  Director  of  Personnel. 
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(2)  For  10-,  20-»^  and  lO^year  awards,  A memorandum  showing  the  number  of  era-  , 
ployees  to  receive  each  award  should  be  submitted  to  the  Director  of  Personnel ^ 
Though  names  are  not  required  to  be  listed  for  these  awards,  they  may  be  re~ 
quested  in  individual  instances  by  the  Director  of  Personnel* 

(3)  Preparation  and  submission  of  nominations, 

■(a)  The  lists  for  ItO-  and  qO-year  awards  should  list  separately  those  to 
receive  itO-year  awards  and  those  to  receive  50~3^ear  awards®  Each  list 
shoiiLd  be  arranged  alphabetically. 

(b)  The  nominations  shall  be  made  on  or  before  April  1 for  awards  due 
May  15  of  that  year. 

I ■ ■ • . 

22,  PRESENTATION . Presentation  of  awards  will  be  made  with  appropriate „ ceremony  on 
the  l5th  of  May  each  year  (the  date  when  Agriculture  wa?  established  as  an  inde- 
pendent bureau  in  1862)  and  at  such  other  times  as  the  Secretary  may  designate© 
Distinguished  Service  Awards  will  be  presented  by  the  Secretary,  Superior  Service 
and  Length-of-Service  Awards  will  be  presented  by  the  Secretary  or  by  the  respective 
heads  of  agencies  of  the  Department, 

23,  REVIEIaJ  by  director  of  personnel.  Distinguished  and  Superior  Service  Awards 
will  be  reviewed  by  the  Director  of  Personnel  for  possible  nomination  for  Presi- 
dential awaitls. 

■■  i.--'  SECTION  U - REPORTS 

2U«  ANNUAL  REPORTS.  The  Civil  Service  Commission  requires  each  department  to  sub- 
mit an  annual  report  on  the  operation  of  its  Awards  program  during  the  preceding 
fiscal  yearo 


Agency  Reports.  Agency  reports  should  be  forxrarded  to  the  Director  of  Person- 
nel by  August  15  of  each  year  in  accordance  with  instructions  issued  by  the  CoiTimis- 
Sion  and  the  Departmento 

b.  Office  of  Personnel.  The  agency  reports  will  be  consolidated  in  the  Office  of 
Personnel  and  will  be  forwarded  to  the  CSC  by  September  first  of  each  year* 


